Sample Customer Satisfaction Letter 

[Date]




(remove this note and footer details before sending)

[Name of Client]

[Title of Client]

[Full name of Company]

[Address of Company]

[e-mail address of Client]

Dear [Client’s name]:
First, allow me to thank you for choosing Your Company as your ____________  provider.  As the [Your title] working with you, it has certainly been my pleasure to provide you with ongoing support for the account. 

In the next week or two, I will send you a URL for a Your Company Customer Satisfaction Survey.  I would appreciate you taking a moment to complete this survey.  If you feel that you cannot submit a response of “Very Satisfied” in any field, please contact me so I may have the opportunity to address any concerns you may have.  Please keep in mind that although this survey is only intended to grade my efforts and not that of any other department, I will gladly receive your comments regarding any members of the Your Company team.

Your satisfaction with the service Your Company and I provide is of the utmost importance to me.  If you have any questions regarding my responsibilities to this account please do not hesitate to contact me.   I look forward to our continued relationship as we work together to provide [Name of Client’s Company] with their web-hosting solutions.  Thank you again for your business and support.

Cordially,

[Your Name]

[Your Title]
